TechAtlas—Adding New Computers to Inventory and Opening the

Inventory in Excel

Log into TechAtlas

Click on the “Inventory” tab.

Select “Computers and
Software”

For small libraries, when we
initially entered computers into
inventory, most used the
Manual method. For many, the
“Local Inventory Tool” is very
easy and will be used here.
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Inventory

Library Location: Intemet  Telecomm

Inventory

Follow the links below to keep track of your library's technology assets. If you have trouble with any of the terminology on these pages, look to our Tech Terms glossary.

© Library Locations Configure inventory groupings for your liorary branches and buildngs.

Inventory Last Updated
© Inventory Networks Nat yet started

© Computers and Software 3/13/2009 (May need to be updated)

© Software Licenses

Not yet started
© Printers and Other Peripherals Mot yet started
© Internet and E-mail Systems Mot yet started
© Telecomm Not yet started
© Subscriptions Mot yet started

Review and Manage

© Hetwork Notebook Downioadable network notebook

A USB “Thumb” drive is
needed. Insert it into a USB
port into an existing computer
that is connected to a network.
This does not have to be one of
the new computers so this can
be done in advance of
receiving or setting up the new
computers.

Select “Local Inventory Tool”

Click on the “Local Tool”
button

TechAtlas Computer Inventory Options

There are four diferent options for entering inventory detais about your lbrary's computers in TechAtas. Please read through the description of each tool to determine
which wil best meet your needs, Just click on the name of the tool to start using . You can also use 3 combination of Iventory tools depending on the setup of your
computers.

1f you encounter any problems while using these resources, please refer to the Inventory Troubleshooting Tips.

Inventory Option Requirements

Local Inventory Tool
This tool collects information from one Windows-based computer ata time.

(Operating System Compatibility
Windons ME, 2000, XF, Vista, Windows Server 2000/2003/2008

Browser Compatibility
Internet Explorer (5 or higher) or Firefox (2 or higher)

Other
You must be logged into the computer with the administrative username and password to
collectinventory data

Netwrk Inventory Tool
This from multiple Winds
used when there is a domain server o 3 workgroup in place

Operating System Compatibility
Windows Server 2000/2003/2008, ME, 2000, XP, Vista

at a time, and can only be
Browser Compatibility
Internet Explorer {5 or higher) or Firefox (2 or higher)

Other
The administrative usemame and password for the computers must al be the same in
order for the Netwark Tool to collectinventory data,

Manual Web Form

Operating System Compatibility
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Techatlas Local Inventory Tool

You have selected to use the Local Inventory Tool to inventory your computer(s).

‘When you click the button below, this will start the inventory process. Please review the Pre-Inventory Checkiist before beginning and if you need help, you can refer to
the Troubleshooting Guide.

Need to inventory just one computer? Save the file to the desktop and then open it to run it. You'l see 3 notice when the process is complete and you wil be able
to upload the results to TechAtlas

Need to inventory more than one computer? Instead of having to login to TechAtlas at each computer you want to nventory, you can save the file to a USB flsh
drive 5o that you can use It on other computers without needing to log back into TechAthas.

Important to Note: The Local Tool can produce warning messages from antivirus, firewal, and popup blocker software instaled on your computers. It is safe for you to
ignore these messages and let the script run.

Back Local Tool




The message shown here will

pop up. Choose to “Save” the
file.

This is a vbs (Visual Basic
script) file, but the user does
not have to know anything
about Visual Basic to use this
script!

File Download - Security ¥Warning il

Do you want to open or save this file?

Mame: T3_Inwentory_local_Missouri_State_Library. vbs
Type: WEScript Script File, 35.0KE

From: webjunction.techatlas.org

i Lancel

Open Save

YW'hile filez from the Internet can be useful, this file type can
potentially harm your computer. If you do not trust the sounce, do not
=" open o save this software. What's the risk?

Click on “My Computer” in 2l
the Save in drop down list. ':J;*:Ff::::tt;fmm I o2 > E

é’ Deskiop
Then find the USB drive on the e o
list that comes up. (See the S e ) pe
next instruction for a view of et i
what is similar to what comes T oo ome FodrsServer (o
up). =

=) PowerFaint
I3 REAL Agreement

File: name: ITS_Inventury_luc:al_Missuuri_State_Library.vbs ~| Save |

Saveasbyps  |VBSeript Script File =l Cancel /L
The USB drive will be a 2%
“Removable Disk (?:)” The 9 e Hofem
letter of the drive will vary. o )

‘?Removable Disk. (E:}
When you have selected the Ty
USB drive, CliCk on the “Save” [ Soscommon on 'Home Folders Server (Sosnk22) (1)
button.
(If the file was already saved S
on the USB drive, you will . 3
receive a request to “Save NS
over” the file. If you do, click
“Yes” to be sure it is the most File name: [T5_trwentory_local_Missouri_State_Library vbs x| save |
recent file. Saveastyps:  [VBScript Serpt Fil = Cancel |

/—

When the file has finished saving—takes only a few seconds, remove the USB drive frorﬁ

the computer. You may now use the USB drive file “TS Inventory local YOUR
LIBRARY NAME.vbs” file on the new computers, one at a time. The file can be run in
one location or carried to the final home of the computers. Advantage to running them
all at one location is that the computers can be added to inventory before delivering them
to their final location. If all computers are inventoried at the “main library” there is one
last step, assigning the computers to the right branch.




*QOpen each computer box and
set it up on the network. Turn
it on so that it is booted up.

Insert the USB thumb drive in
a USB port.

Select “My Computer”

Select the drive with the USB
drive in it.

Find the .vbs file and open it.

When it has finished, read the
message and click OK

Behind the message, you will
see the inventory for the
computer. If the Computer
Name is incorrect or will be
changed when it goes to its
permanent location, you can
edit it here.

Click the “Upload” button to
send the inventory to
TechAtlas.

< is complete, The results have been saved as an HTML file on your computer in this location;

The inventory process
ENATS _Invenkory, htm

TechAtlas for Libraries '}
N

TechAtlas Inventory

on your

5051130

Computer Name
[Fos1130

Make and Model
[Hevdett-Packard HP Compaq dc5700 Smal Form Factor

RAM
o2 me

seral Humber: RUA71919Q5

Domain Role, Computer Role
[Workstation

05 info

4l S _ o

You will receive a “Thank
you” message.

Click the “Continue>" button

7 Techatlas - Windows Internet Explorer =10/ x|

| Bl Edt Vew Favortes Iols Hep

2| | X Techatlas

Upload Computer Inventory
This page accepts computer nventory upioads

from your network or local computer

Thank you! Your inventory data has been uploaded to TechAtlas.

Continue >

v .
Home Hep Aboutls Contactls @PoweredbyOCLC 3% Weblunction




If you have more computer you e

will need to inventory, click
‘(Yes7’

Inventory Wizard

Click the “Continue>" button oy

N

b (13 b 2
Cth Contlnue> to LOgOHt TechAtlas for Libraries

Repeat from the * until you
reach the last new computer.

Inventory Wizard

Please go to the next computer that you
want te inventory, and return to this website
to perform the inventory. Or you can access | .

When you reach the last Ko patormthe mertr.or o
computer, you will select “Use ot | ] _comme> |
Manual Tool”

© Logout

Home Help AboutUs ContactUs @PoweredbyOCIC }{\Web]unctim
b 3 2
Click on “Manual Tool o p——
TechAtlas for Libraries Brofle /Logout
a

Inventory Wizard

Click the button below to access the Manual Inventory Tool web form.

After yo
-~ thiss e

ve the option of copying the form contents to use with the next computer you want to inventory

Manual Tool

<Back | Bxt|

You will be brought to the
Manual entry window.

TechAtlas for Libraries

New Computer Profile

Select “Back” to return to the
current inventory. Required o

Pick an Operating System Family [Windows ||

You will see the computers - S
that have been added by using R :

the vbs script. “osesare @ [ o

o | s | e |

Optional
Lirary Locaton [Primary Location =]
Computer Type -

TR e——




Use the “Organize Computers”
link on the right to change the
location of multiple computers.

TechAtlas for Libraries

Tnventory

Library Locations  Networks Computers Software Perpherals Intemet Telecomm  Subsaiptions

Computer Inventory

This page stores information about all of the computers that you have inventoried so far.

Click on “Organize
Computers”

+ Organize Computers

« Select Computers to Delete
 .CSV Import Tool
 Download Computer Inventory

T y0U Nave NOT Mventoned any COMPUEETS YT, Use the INVentory CompuUTers bUTton Delow T0 begi an
inventory for your lbrary. For complete instructions on using the computer inventory tools, please read "Inventory
Computers in TechAtis for Libraries”.

From this page you can:
1. Inventory computers by dlicking the Inventory Computers button below.

2. Once you have inventoried all your computers, select the Inventory Complete checkbox at the bottom of the page.

Inventory Computers

Library Locations Humber of Computers
Pri ton™ 2
Wolfner Library a
Total &

Library Locations with No Computers Inventoried
Mo Library Locations with No Computers Inventoried

A list of all of your computers
will come up on the screen.

Use the Library Location
dropdown boxes to select the
branch that the computers are
assigned to, this is an easy way
to change locations when a
computer is moved from one
branch to another.

Click the “Save” button to save
your edits.

TechAtlas for Libraries
-

Organize Computers

This page wil 2low you to move computers to a new Library Locatian/branch and edtt the Date Acquired, as needed. You can ako edit the PAC column to specify which
computers are desgnated for public accass.

Computer Name Date Acquired PAC Library Location
[ pe— fiorzaramme w [Welfr torary =]
P — fCorza/zmme " [Welfnr torary =]

Save

Removing computers from
Inventory—Notice under the
“Organize Computers” there is
a bullet that allows you to
“Select Computers to Delete”

Using this option will display
all of the computers and allow
you to delete multiple
computers at one time.

When all that are needed to be
deleted have been selected,
click on the “Delete Selected
Computers” button.

You will receive a warning,
click OK if you are sure you
want to delete the selected
computers from inventory.

L Missouri State Libra
TechAtlas for Libraries broie / ogont
_a

Delete Computer Details

Ciick in the check box to select indiidual computers that you wish to remove from the inventory. You can also click on the "Select Al Computers” button if you want to
remove 3l of the computers fiom inventory.

I~ Select/unSelect All Computer Name Library Location Date uired Operating System PAC
=l JEANMORRISON-PC Walfner Library 10/23/2008 Windows Vista Yes
r JEANMORRISON-PC Wolfner Library 10/23/2008 Yes
r New HP Primary Location 10/29/2008 Yes
r New HP At Wolfner Wolfher Libran 10/29/2008 Yes
r 5051130 Pr 4/13/2007 Yes
r 5051130.s05.m0.gov. Wolfner Library 6/6/2007 Yes
Delete Selected Computers
< Back
Windows Internet Explorer x|




Printing a new Inventory

Select “Download Computer —

Inventory” to download a new
spreadsheet of the inventory.

You can manipulate the
spreadsheet to organize by
branch, etc. within Excel.

computers <
yet, use the Inventory Compn

inventory for your ibrary. For complete instructions on using the computer inventory tools, PIE

Computers in TechAtias for Libraries”.

« Organize Computers

o Select Computers o Delete
 .CSV Import Tool

« Download Computer Inventory

From this page you can:
1. Inventory computers by dlicking the Inventory Computers button below.

2. Once you have inventoried al your computers, select the Inventory Complete checkbox 3t the bottam of the page.

Inventory Computers

Number of Computers
!
.
Library Locations with No Computers Inventoried
No Library Locations with No Computers Inventoried
You will receive a message. If
R (69 | 7% ML WeDAnCLOn. Echatas. O Q/E0DIS (COMpLEEY_profie C5v. 250 ST Lye Ssarch »

your blocking software blocks

s Tooks Heh

the download, right click on/ ey

the “Yellow” line above the
screen and select “Downloa
File”

A File download box will
prompt you to either “Open” or

. Internet Explorer blacked ths site from dawnlaading Files ta yaur computer. Click here:for optians,

[ EEE R

TechAtlas for Libraries

You will be to
Return to Computer Inventory

or open a

“Save” or “Cancel” the
download.

If you choose “Open” the
spreadsheet will open shortly.

If you choose “Save” the
spreadsheet “Save As” box will
open so you can name the
spreadsheet and select a “Save
In” location to which it should
be saved.

File Lownload

Do you want to open or zave this file?
@ j Mame: TSSpreadSheet13217471207215226,c5v

L Type: Microsoft Office Excel 97-2003 Worksheet, 41.3KB
From: webjunction.kechatlas.org

Open Save

v Always ask before opering this type of file

‘while files from the Internet can be useful, some files can potentially
harm your computer. [F you do not tust the source, do not open or

|_g.|
E save this file. What's the risk?

The name assigned to the file is
a bit cryptic, so you may want
to change it to something
identifying it as the computer
inventory for your library and
the date it was taken. It will be
a CSV file, and will open in
Word.

XYZ_Library_Computer
Inventory_7_31_09.csv

Click “Save” to save the file.

Save jn: j e ? 2 [t=

by Compuiter

2|

e Local Disk ()

L DYDJCO-RY Drive (D)

(== Removable Disk (1)

-gSUSapps on 'Production Application Server - W2E {Sosnt12)' (G:)
zmorrij$ on ‘Home Folders Server (sosnt22)' (H:)

gSDSCDmmon on 'Home Folders Server (Sosnk22)' (1:)

Documents

©

Desktop

My Documents

My Computer

ITSSpreadS heet13217471 2072106, cav

=

IMicrosoft Office Excel Comma Separated Valuej

File name:

Save as ype:

Save I
Cancel |

2




When the Download is Download complete . ] S
complete, you can “Open” the

file and it will open in Word as v,

a .csv file. — Download Complete

To Change it to EXCG|, save the ..adsheet1321747 12072106, csy From webjunction.techatlas. org
Word document by using File,

Save AS, change the “Save as Downloaded: 41.3KE in 1 sec

Type” to .XlS, rename it if Daownload ko: E:lJuly 21,5

TransFer rate: 41,3KE3ec

necessary, click on “Save”

[ Clase this dislog box when download completes

Open Open Folder | Cloze I




